Job Description 

Angels Support Group Hitchin

	
Job Title:

	
Specialist Support Practitioner 

	
Salary:

	
£754 per month, 12 hours per week


	
Location/Base:

	
Unit 19, Pixmore Business Centre, Bird’s Hill, Letchworth

	
Directorate/Dept:

	

	
Reporting to:

	
Parent Support Manager

	
Responsible for:

	Providing parenting support to parents in Angels one-to-one clinics, support group meetings and in other Angels settings e.g. meetings, Facebook, and in meetings with other professionals.



JOB PURPOSE / SUMMARY

Angels Support Group runs regular Support Group meetings for parents, and a one-to-one service of parenting support for families who might either find it hard to access support through one of our group sessions, or who have an issue or number of issues that are too complex, or too specific to a particular child, or it is simply not appropriate to be dealt with in a group environment.
The role of the Specialist Support Practitioner is to work alongside and support the Parent Support Manager in the running of these meetings and one-to-one sessions, and to deliver specialist parenting support and advice in these sessions.

DUTIES AND RESPONSIBILITIES

Specialist Support Practitioner
· Attend Angels support group meetings when requested by the Parent Support Manager, or Meetings Supervisor in order to support the running of the meeting or deliver training on a specific topic. Currently meetings are held weekly on Zoom, and monthly in Stevenage and Letchworth during the day, and twice every half term in the evening on Zoom.
· Attend Angels one-to-one sessions, alongside the Parent Support Manager or other Specialist Support Practitioners, or when appropriate, alone. These could take place online over Zoom or What’s App, or in person, usually at the Angels office in Letchworth. 
· Provide Specialist Parenting Support to parents attending Angels one-to-one sessions, pertaining to the presenting issues of the family, in relation to their child(ren)’s condition of an ASC or ADHD. 
· Signpost parents to other appropriate support for presenting issues that are not directly pertaining to their child(ren)’s condition of an ASC or ADHD.
· Work in partnership with parents to build their understanding of their child’s condition and how it affects them on an individual basis, their specific difficulties and needs.
· Work in partnership with parents to find practical strategies to address the needs of their child with ASC or ADHD, and to draw up a plan with parents for them to work towards the goals they have identified.
· Offer advice and coaching to support parents to implement the strategies developed for them and facilitate change in their family environment as identified by them in their plan.
· On occasion, support a parent at a meeting with other professionals, such as at school, or medical appointments about the child, or a multi-Agency meeting, at the request of the parent and the Parent Support Manager. This could be virtual or in person.

Administration duties:
· Liaise with the Parent Support Manager and other Specialist Support Practitioner to manage and book appointments for the one-to-one sessions.
· To ensure rooms are booked at the relevant appropriate venue for one-to-one sessions if in person.
· Questionnaire.
· Ensure all one-to-one activity is recorded on the Angels Charitylog case management system. 
· Ensure that follow up questionnaires and feedback are completed by members and filed appropriately.
· Summarising Case Work information for Trustees, existing funders and new funders as required.
· Ensure Attendance Registers are taken for Support Group Meetings, and all relevant information is added to Charitylog case management system.
· Arrange for any documentation from workshops to be forwarded on to attendees as required.


COMMUNICATION SKILLS

This post requires a high standard of written and verbal communication with members, Trustees and outside agencies. Most of the communication will be on a one-to-one basis either by phone or face to face but the applicant may also be required to speak to larger groups at the support groups, supporting the Facilitator or speaker, or supporting the running of a workshop session. The post holder will also be required to attend committee meetings with the trustees from time to time and will be required to speak to a larger group at these meetings.

POLICY & SERVICE RESPONSIBILITY

The post holder will be responsible for inputting details of service contacts into Charitylog and keeping Charitylog up to date. 


administrative/ Managerial Responsibilities

Manage availability and content of forms for Angels one-to-one service. Ensure that forms are sent out to members in a timely manner and that outstanding forms are followed up

additional information / PERSONAL rESPONSIBILITIES

INFORMATION RESOURCES
This role has the responsibility for managing the Angels Case Work Filing system. Some of the forms are held electronically and require the post holder to be able to use Charitylog and Word and Excel. In the future this might move to other software so the post holder needs to be willing to retrain on this if necessary. 
The post holder will also need to be able to write reports to other employees and trustees. The role also requires the post holder to be confident using email.

physical effort

Attendance at the one-to-one sessions and support group meetings requires the post holder to be able to drive and have the use of their own car. This will typically be 3 times per week. 
The administration side of the work will require the post holder to sit and work at a PC.

mental effort

The post holder must be able to manage their own workload and meet deadlines as agreed with the other employees and trustees. As the role involves different functions the post holder must be able to organise their own time to meet different deadlines. The post holder will be working as a team and so must be comfortable working in a busy, unpredictable environment.

emotional effort

Part of the role of Specialist Support Practitioner is to listen to parents, empathise with their situation and build an understanding of their difficulties. This will require some emotional effort on the part of the post holder and may on occasion require considerable emotional effort. It is important that the post holder is able to stay detached emotionally, while being able to show empathy and understanding. They will need to be able to follow Angels’ policies with regard to confidentiality and child protection. 
 The post holder will be provided with, and be expected to take part in professional supervision, to support them with the emotional effort required in their post.


The workplace:

The administrative work will be carried out at the office at Unit 19, Pixmore Business Centre, Bird’s Hill, Letchworth Garden City, SG6 1JG. One-to-one sessions may take place online through Zoom or What’s App, or face-to-face in the Angels Office or in other venues such as Family Centres in North Herts or Stevenage, or any other appropriate venue, dependent on the needs of the parent. The support group meetings take place virtually, and also in person, currently at the United Reform Church in Cutty’s Lane, Bedwell, Stevenage, and the Broadway Gallery, The Arcade, Letchworth Garden City, . These meetings are held during the day but twice each half term there will be a virtual evening meeting.
From time to time the postholder will need to attend appointments and meetings to support parents, and these could take place virtually or in person at venues throughout Hertfordshire and surrounding areas.

The post holder must be able to drive and have their own car, with appropriate insurance for business use, in order to be able to get to the places of their work.

Equal Opportunities

The Charity is committed to eliminate racism, sexism and forms of discrimination. The Charity will not discriminate on grounds of age, colour, disability, ethnic origin, gender, gender reassignment, culture, health status, marital status, social or economic status, nationality or national origins, race, religious beliefs, or non beliefs, responsibility for dependants, sexuality, trade union membership or hours of work. It is required of all employees to uphold the Angels Equality Policy in the course of their employment with the Charity and whilst undertaking their duties.

Health & Safety at Work

You are reminded that, in accordance with the Management of Health and Safety at Work Regulations 1992 (as amended) and other relevant Health and Safety legislation, you have a duty to take responsible care to avoid injury to yourself and to others by your work activities, and to co-operate with the organisation and others in meeting statutory requirements.

Confidentiality

The post holder will maintain confidentiality when dealing with sensitive material and information, but will encourage people to be open and raise concerns.

Data Protection

All staff must be aware of GDPR. The protection of data about individuals is a requirement of the law and if any employee is found to have permitted unauthorised disclosure, the organisation and the individual may be prosecuted. Disciplinary action will be taken for any breach.

Mobility/Flexibility

Your normal place of work will be as stated above, but as a term of your employment you may be required to work from a variety of establishments within the geographical area of Hertfordshire, and surrounding counties.

No Smoking Policy

The organisation operates a smoke free policy which means that smoking is not allowed anywhere on organisation sites including buildings, car parks and entrances.




Employee Signature: ______________________  Date: _________________


Manager Signature: _______________________	Date: _________________
 
